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1.0

2.0

3.0

Introduction to SC.GOV

SC.GOV is the official Web portal for the state of South Carolina
(http://www.sc.gov). The portal is a collaborative effort between
the state of South Carolina and South Carolina Interactive, LLC. It
was built and is marketed, operated, and maintained by South
Carolina Interactive, a Columbia-based wholly-owned subsidiary of
the eGovernment firm, NIC (Nasdaq: EGOV).

CMS - Content Management System

A content management system (CMS) is a system used to manage
the content of a website. A CMS allows the content manager or
author to manage the creation, modification, and removal of
content from a Web site without needing the technical skills or the
expertise of a webmaster.

MOSS - Microsoft Office SharePoint Server

Microsoft Office SharePoint Server (MOSS), also referred to as
SharePoint, is a web-based system with a set of tools that enable
web content authors to create and edit web pages in a published
Web site without having to know hypertext markup language
(HTML).

Users who are already familiar with Microsoft products will find
generating content similar to creating a Microsoft Word document.
In fact, much of the content users create can be composed in
Microsoft Word, copied and pasted into Notepad (to remove
unnecessary formatting), then copied and pasted into the user’s
MOSS Web site.

After a Web site is built in MOSS, creating, updating and
maintaining the pages is easy. The only thing a user needs to do to
update or create a new page is go to their site via a special URL.
Once they have logged in using their SC.GOV login name the site
will enable added features allowing them to change and style text,
insert images, attach files for downloading, create simple tables,
create hyperlinks, and much more that will be detailed later in this
guide.


http://www.sc.gov/

4.0

With MQOSS, Web site owners can create and maintain subsites
(directories), administer rights and permissions to Web Members and
Approvers, create libraries and other duties normally associated
with Web site management.

‘Manage Content and Structure’ is typically used by the Web site's
managers and allows a view of all subsites, pages, and other items
of a MQOSS site. This tool functions a lot like Microsoft Windows
Explorer so it will be intuitive to most users.

System Requirements:

Hard drive formatted for NTFS (NOT Fat32)

An Internet connection

Microsoft Internet Explorer on a PC

Have Pop-ups enabled (Tools>Internet Options>Privacy
Tab)

e Active X turned on

Development Process for a MOSS Web Site

Initial Agency Meeting
This is a high level discussion with the General Manager and/or
Director of Marketing on SC.GOV and general processes.

Service Level Agreement Signed

This is a document that binds the agency and SC.GOV into a
partnership. Only one SLA is required for an agency, regardless of
the number of projects the agency is involved in with SC.GOV.

Statement of Work Signed

This document defines the scope of the project, responsibilities, etc.
for the agency and SC.GOV. One Statement of Work is required for
each project.

Analysis and Demonstration Meeting

This meeting must be held at least one week prior to training to
allow time for building the test site and assigning user roles. It will
include a brief demonstration and basic explanation of MOSS. The
agency will discuss the design of their site (graphics, colors, banners,
logos, style sheefts, etfc.).
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Register for Training
Send an email to support@portal.SC.GOV or call (803)771-0131 x 1
with participant and agency names.

Site and User Setup
SC.GOV will set up the test site with a sample banner and the initial
user roles.

Training
Training will take place in the SC.GOV office in the Tower at Gervais
at 1301 Gervais Street, Suite 710, Columbia, SC 29201.

Content Loaded into Test
Content is entered through MOSS and the test site is built.

High Level Review of the Test Site
SC.GOV will perform a cursory review of the general design,
accessibility practices and usage of the MOSS tool.

Letter of Acceptance Signed (LOA)
This is the official acceptance of the MOSS tool signed by the
agency.

Copy Site into Production

The test site is moved into production. All changes going forward
are made in production. The staging site will eventually become
inactive.

Get started with Palmetto SiteBuilder

In order to take advantage of Palmetto SiteBuilder, your agency’s
Web site needs to be hosted by SC.GOV. Your agency needs to
establish its users for the MOSS Web site and their user roles. Each
user will need an individual SC.GOV account. To establish an
account, the user must contact SC.GOV to request a Registration
Form and return the completed form.


mailto:support@portal.sc.gov

6.0 MOSS User Roles

The management and maintenance of a MOSS site requires several
different types of users with varying levels of responsibility and
permission. MOSS organizes these users into the following groups
with their associated abilities: member, owner, and approver.

The workflow of the Web site can be conftrolled to meet the
business process of the entity maintaining the Web site.

Member
A member can:
e Create, Edit, and Delete pages within the MOSS Site
e Add/Modify resources in Document or Picture Libraries
e “Submit” their changes, which must be approved by an
Approver to become published for external site visitors to
view

Owner
An Owner can:;

e Perform same actions as a Member plus,
e Create and Delete SubSites and Libraries
e Modify seftings for sites and libraries

Approver
An Approver can:

e “Approve” or “Reject” pages and documents
e Create, Edit, and Delete Pages
e Add/Modify resources in Document or Picture Libraries

Note(s):
e Users may have multiple roles. For example, a user can serve as a
Member and an Approver.

e Users MUST be an “Approver” to approve, i.e. being in the role of an
Owner or a Member does not include permission to approve items.

e The “Approve” option will make the information accessible on your
LIVE/Production Site immediately to your site visitors.
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7.0 Log into MOSS Site

/.1

7.2

7.3

Open a Microsoft Internet Explorer Browser.

Note(s):

e MOSS will work in other internet browsers; however, some
editing functionalities are lost while trying to edit in these
browsers.

e Oftherinternet browsers include Firefox, Netscape, Safari,
etc.

Type your site URL, i.e.
hitp://XXXX.SC.GOV/_layouts/viewlsts.aspx. (LIVE/Production
URL)

(Or http://XXXX.SC.GOV/_layouts/viewlsts.aspx if your
website contains a ‘www'’)

{-'? ﬁﬂ? @W’elcnme to Tabbed Browsing | |

Note(s):

e Replace “xxxx” in the URL above with your agency acronym.

e An underscore (_) is before ‘layouts’, in the site URL.

e Your Development MOSS Site URL will be provided following MOSS
Training.

Enter your Username and Password and Click “OK", in the
Windows Authentication dialog box.

iexplore.exe
Connecting to training.sc.gaov,

’ scimossdmztdrucker

Domain: scimossdmz

[ ] Rermember my credentials

Cancel




Note(s):

e ALWAYS enter the domain name and user name as follows:
‘scimossdmz\[YOUR SC.GOV Username]’ in the User Name textbox.

e Once authenticated, you will be lead to the “All Site Content” Page.

Telerik Welcome sholanda ~ @
4 Telerik
Jelerill PressReleases  Untifled 1 Untiled 1 | Untited 1 | Untited 2 | FeedbackForm.aspx | SholandaMember | tavtest
| Telerik > All Site Content
M| All Site Content
view Al Site Content View: | AllSite Content -
Lists Name Description Items  Last Modified
= Feedback
Document Libraries
Press Releases 3] Documents This system library was created by the Publishing feature o 0 3weeksago
Untitled 1 store documents that are used on pages in this site.
Untitled 1 [ Images This system library was created by the Publishing feature to 0 3weeksago
tenHE store images that are used on pages in this site.
— [ Pages This system library was created by the Publishing feature to 11 3howsage
Untitled 2 store pages that are areated in this site.
FeedbackForm.aspx (g Site Colection Documents This system library was created by the Fublishing Resources 0 3weeksago
Sholandatember feature to store documents that are used throughout the
site collection
tavtest
[f8] Site Collection Images This system library was created by the Publishing Resources 2 Iweeksago
& Recycle Bin feature to store images that are used throughout the site
colicton
(G Style Library “This system list was created by the Pubiishing Resources 63 3weeksago
feature to store custom XSL styles and cascading style
sheets.
Picture Libraries
There are no picture libraries.
Lists
[ Content and Structure Reports Use the reports st to customize the queries that appear in 7 3weeksage
the Content and Structure Tool views
(] Fesdback 0 Tdaysago
[l Reusable Content Items in this st contain HTML or text content which can be 0 3weeksago
inserted into web pages. If an item has automati update
selected, the content will be nserted into web pages as a
read-only reference, and the content will update If the item
is changed. If the item does not have automatic update
selected, the content wil be inserted as a copy in the web
page, and the content will not update if the item is changed.
[l Workflow Tasks “This system library was created by the Publishing feature to 5 3hoursago
store workflow tasks that are created n this site
Sites and Workspaces
Gl PressReleases 3 weeks ago
§Hfi search 3 weeks ago
Recycle Bin
] RecydeBin Use this page to restore items that you have deleted from 0
- this site, or to empty deleted items.

e The “All Site Content”
of your site’s content.

Page displays a brief, categorized breakdown

Site Actions Menu

The ‘Site Actions’ menu allows you to create pages and sites,

access document and image libraries.

Edit Page
# | Change the content and Web Parts on this
= page.
3 Create Page
J Create a page in this sits.
| Create Site
Son Add a new site under this site.

Hide Page Editing Toolbar
Hide the page status and editing options

for this page.
) View All Site Content
I View all libraries and lists in this site.
View Reports
View reports on documents, pages and P
tasks.

Site Settings
Manage site settings on this site.
= Manage Content and Structure
.‘.;ch'- Recrganize c-:.r'te'ut zrd. structure in this
J site collection.




9.0

Top-level Site, Subsite, and Page

Top-Level Site - A top-level site is the default, top-level site, provided
by a web server. It contains subsites and pages. (Ex.
www.yoursite.sc.gov)

Subsite - A subsite is a complete website stored in a named
subdirectory of the top-level website. A subsite can also contain
subsites and pages of its own. A subsite can also be referred to
simply as a ‘site’. (Ex. ‘News' is created as a subsite because it may
contain additional pages. For example, an *Article’ page.)

Pages - A page is one single page of information. It cannot contain
sites or other pages. (Ex. ‘Contact Us' is created as a page due to
the fact it is a single page of information. Additional sites or pages
within ‘Contact Us’ are not needed.)

Default - A default page is the landing page of any site; It is the first
page you come to when you click on that site.

(Ex. www.yoursite.sc.gov/news/pages/default.aspx)

Note(s): Anything in the URL following www.yoursite.sc.gov that does
not have the word ‘pages’ in front of it is a site. Anything following
the word ‘pages’ is a page. www.yoursite.sc.gov is the top-level
site.

The below chart shows the structure your website and URL
examples. A site can hold additional sites or pages. A page is a
single page of information.

Top Level Site

WWW.yoursite.sc.gov

Subsite Page

Www.yoursite.sc.gov/news WWW.yoursite.sc.gov/Pages/contactus.aspx

Subsite Page

WWW_yoursite sc gov/ J| WWW yoursite.sc gov/

news/archives news/Pages/
pagel.aspx

Page
WWW_yoursite.sc. gov/

news/archives/
Pages/page1.aspx

10


http://www.yoursite.sc.gov/news/pages/default.aspx

10.0 Create a Page

10.1  Click “Site Actions” - BEATAE RN

10.2 Click “Create Page”, from the drop down menu.

Edit Page

/ Change the content and Web Parts
” on this page.
S Create Page
B Create a page in this site.
[ = Create Site

'j\__ng Add a new site under this site,

Hide Page Editing Toolbar
Hide the page status and editing
options for this page.

doed View All Site Content
US| view all Bbraries and lists in this site,
View Reports
View reports on documents, pages b
and tasks.

Site Settings
Manage site settings on this site.
Manage Content and Structure

ﬁ% Reorganize content and structure in
this site collection.

10.3 Enfer Title and Description; and Click “Create™.

Create Page

Page Title and Description Title:
Enter a URL name, title, and description for this page. INews Center
Description:
This page will contain updates about ;I
recent and archived amendments to the
chapter notices. -l
URL Name:
Pages/ INewsCenter .aspx
Page Layout (2 P tent) Page Layout
\gency Page Content) Agency Page Layoul
Select 3 page layout to control how the page will be displayed, = = =

o.ed:ml Create || Cancel

| S—

Note(s):
e The Page ‘URL Name’ will automatically populate for you, based on
the page title. You may alter the URL, if desired.

e If you alter the URL Name, DO NOT include spaces or special
characters.

e Description is not required but should NOT be same as Title.

11



10.4 Once the page is created, begin entering content.

Page Heading

Page Subheading

Main Content Area

[52 Edit Content

Click here to add new content

Note(s):
e Click the ‘Edit Content’ link or the centered link ‘Click here to add
new content’ to enter text and enable Microsoft Editing tools.

Page Subheading

i o & @D @A fE <> @
iSelect * |Styles~ M~ A~ Al- | B I U | EE S ||=i=|EE AH
Current Selection : None

Manually |

10.5 After the desired content has been added to the page, click
“Page”.
Version: Checked Out Status: Only you can see and modify this page. Publication Start Date: Immediately
orlcFIow v | Tools * |_h Check In to Share Draft | | %] Submit for Approval

© Remember to checkin so other people can see your changes. (Do not show this message again)

10.6 Click “Save and Stop Editing”.

Version: Checked Out Status:

Page ¥ | Workflow ¥ | Tools v

A Save
I:-E Save and Stop Editing
LS CheckIn...

2 Discard Check Out

3 Page Settings and Schedule

X Delete Page

Add Web Parts
Modify Web Parts

Note(s):

e After clicking ‘Save and Stop Editing’, be patient as the page
information saves. This process may take a moment.

12



10.7

10.8

10.9

Click “Check In to Share Draft".

Site Actions ~

Version: Checked Out  Status: Only yvou can see and modify this page. Publicatit

Page - | Workflow = | Tools ~ || [ 5 CheckIn toShare Draft | |4 Submit for Approval

e Remember to chedk in so other people can see your changes. (Do not show this message again)

Click “Submit for Approval”.

Version: Draft (0.2) Status: Checked in agdogewabls b aithorized e

¥ Submit for Approval

Enter optional information, if desired. Click “Start” to begin
the approval process.

Page - | Workflow = | Tools ~ | |53 Edit Pagd

Home > Movies > Pages > default > Workflows > Start Workflow

Start "Parallel Approval":[default] —_—

Mame of the page to be
approved.

Request Approval

To request approval for this document, type the names of the people who need to approve it on the Approvers ine. Each person wil be assigned a task to approve your document. You wil receive an e-mail when the
request is sent and once everyone has finished their tasks.

glapprovers.. | Approvers EI

¥ Assign a single task to each group entered (Do not expand groups).

Type @ message to include with your request:

{ Optional }

Due Date
1f a due date is spedified and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

g <—— { Optional }

Tasks are due by:

Notify Others
To notify other peaple about this warkfiow starting without assigning tasks, type names on the CCline.
_gice. | { Optional } LY
Note(s):
.

e After a page is submitted for approval, the status will change to
‘Waiting for Approval’.

Version: Draft (0.1) | Status: Waiting for approval ublication Start Date: Immediately

Page * | Workflow = | Tools = fa Edit Page

e An email will be sent to the Approver(s) notifying them a page
needs to be approved.

e A page will not be visible by external site visitors until it has been

approved.

13



11.0 Create a Subsite (Owners Only)
11.1  Click “Site Actions” - EEEES, in the upper corner of the

page.

11.2 Click “Create Site"” from drop down menu.
Welcome sholanda vﬁa TV:“"'Y‘.'., .
7 &
Chan: e t and Web Part
| I/ onamgepage.cmten E arts

1% Create Page
H Create a page in this site.

Create Site
ﬁ%ﬁ Add a new site under this site,

Show Page Editing Toolbar
Display the page status and editing
options for this page.

_LLHJ View All Site Content
=3 | View all libraries and fists in this site.

View Reports
View reports on documents, pages 4
and tasks.
Site Settings
Manage site settings on this site.
6% Manage Content and Structure

Reorganize content and structure in
this site collection.

11.3 Enter the Title, Descriptfion, Web Site Address (URL name), and
Navigation Inheritance.

Home > Create > Mew SharePoint Site

New SharePoint Site

Use this page to create a new site or workspace under this SharePoint site, You can spedify a title, Web site address, and access permissions.

Title and Description Tities

Type a tite and description for your new site. The ttle wl be displayed on each page In the site. [Fovies
Description:

Web Site Address o=

Users can navigate to your site by typing the Web site address (URL) into their browser, You can http://tbof [rovies

enter the last part of the address. You shouid keep it short and easy to remember. tip:fj 1bof. s gov/movies

For example, http:/1bofi.sc. gov/stename

Template Selection Selecta template:

Pubiishing

Publishing Site with Workflow

A site for publishing Web pages on a schedule by using approval workflows. It indudes document
and image libraries for storing VWeb publishing assets. By default, only sites with this template can
be created under this site

Permissions User Permissions:

You can give permission to access your new site to the same users who have access to this parent @ e s s

site, o you can give permission to a unique set of users.
€ Use unique permissions

Note: If you select Use same permissions as parent site, one set of user permissions is

shared by both sites. Consequently, you cannot change user permissions on your new site unless

you are an administrator of this parent site.

Navigation Inheritance e e o i b o b .
se the top Ik bar from the parent si
Spedfy whether this site shares the same top link bar as the parent. This setting may also ¥ =

determine the starting element of the breadcrumb. @ ves O no

Note(s):

e The Web Site Address (URL) should NOT include spacing and/or
special characters, i.e. accounting, humanresources, JusticeCenter.

e Description is not required but should NOT be same as Title.

14



11.4

Click the “Create” button - il )

Home > Create > New SharePoint Site

New SharePoint Site

Use this page te create anew site or workspace under this SharePoint site. You can specify a tite, Web site address, and access permissions.

Create Cancel
Title:
Type 2 title and description for your new site. The title will be displayed on each page in the site. Movies

Title and Description

Description:
Web Site Address URL name:
Users can navigate to your site by typing the Web site address (URL) into their browser. You can http:/{1bofi.sc.gov/[movies.
enter the last part of the address. You shouid keep It short and easy to remember. Elfiiiee]

For example, http://1bofi.sc.gov /sitename.

Template Selection

Select a template:

Publshing

A site for publishing Web pages on 2 schedule by using approval workfiows. It induces document
andimage lraries for storing VWeb publshing assets. By default, only sites ith this template can
be created under ths site

Permissions

User Permissions:
You can give permission to access your new site to the same users who have access to this parent @ e e
site, or you can give permission to 2 Urique set of sers.
©) Use unique permissions
Note: If you select Use same permissions as parent site, one set of user permissions is
shared by both sites. Consequently, you cannot change User permissions on your new site Unless
You are an administrator of this parent site

Navigation Inheritance — Use the top link bar from th t site?
Specify whether this site shares the seme top link bar as the parent. This setting may also o e e e
determine the starting element of the breadcrumb. & yes O no

Note(s):
e Please be patient as the site is created. The following page will
display as the site is created.

Operation in Progress

. Please wait while your changes are processed.

e Next, the created site will appear as automatically checked in.

Welcome SCIMOSSDMZ\sholanda

Version: Draft (0.1)  Status: Checked in and viewable by authorized users.  Publication Start Date: Immediately

Page = | Workflow v | Tools = | |3 EditPage | | 4§ Submit for Approval

SCGJV = Online Services = Agency Listing |Search bofi_sc_gov Search

Quick Links:

SOUTH CAROLINA

State Board of Financial Institutions
The Honorable Curtis M. Loftis, Jr.
State Treasurer

) HOME > WOVES
Movies

SC.GOV | Policies | Accessibility | Contact SC.GOV Copyright @ 2011 State of South Carolina

15



12.0 Approve or Reject a MOSS Page or Subsite (Approvers
Only)

12.1 Navigate to the page that needs approval.

12.2 Click the “Approve” or “Reject” button.

Site Actions ~

Version: Draft (1.1) Status: Waiting for apprgyal  Publication Start Date: Immediately

Page = | Workflow = | Tools - | |2 EditPage || « Approve | | X Reject F|  View Page Ta:

e Reminder: Check for Unpublished Items

12.3 Click “Approve” or “Reject” to confirm your choice, on the
Workflow Task page.

Workflow Tasks: Please approve Jewels

5| Claim Task | ¥ Delete Item
(':/) This workfiow task applies to Jewels,

Approval Requested

From: sholanda
Due by:

Please approve Jewels

Type comments to incdude with your response:

[ Optional ]

I Approve Reject |! Cancel

Note(s):
e After clicking “Approve” or “Reject”, the page will refresh with an
updated approval status.

13.0 Delete a Page (For subpages only; NOT Homepages.)
13.1 Navigate to the page to be deleted.

13.2 Click “Page”.
Site Actions ~

Version: Checked OQut  Status: Only yvou

Page ~ | Workflow ~ | Tools - _ﬂa Chedk

'a Remember to check in so other people can see y

16



13.3 Click “Delete Page™.

13.4

14.0 Delete a Subsite (Owners Only)
Click “Site Actions” -

14.1

14.2

i\d Save and Stop Editing

Site Actions ~

Version: Draft (0.1) Status: C

v v v

A Save

) Check Out
r) Override Check Out
[  Page Settings and Schedule

( Delete Page )

Add Web Parts

Modify Web Parts

Click "OK" to confirm the deletion.
Message from webpage

L2

) e |

Note(s):
After the page is deleted, the screen refreshes to an existing page.

Click “Manage Content and Structure”, from the drop down
menu.

Welcome testMember v BT CY Yo i T30

Edit Page

Change the content and Web Parts
" | on this page.

Create Page
Create a page in this site.

Hide Page Editing Toolbar
Hide the page status and editing
options for this page.

View all libraries and lists in this site.
View

Reports
View reports on documents, pages »
and tasks.

U.%] View All Site Content

Reorganize content and structure in

‘% Manage Content and Structure
|

17
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14.3 In the left window pane, click the subsite to be deleted. (To
display subsites, click the plus sign to expand the parent site.)
1 e |

IIL Al L UL

N Expand/Highlight a
™. parent site to reveal

[ Images the subsites.
[E3] Pages

14.4 In the right window pane, place a check in the box beside
the subsite to be deleted.

*% Site Content and Structure

Refresh all MOSS Training
= 2, Training 3 Up| Actions ~ | Settings - | Show Related Resources | View: Default View ~
B &2, [MOss Traiing | [ Tope it Modified
. Jewels a lZleml
(53] Documents =
[ tmages | DoCuments prap
.
[3] Pages & Images 12/15/2009
Workflow Tasks &= Pages 12/15/2009
- S M@ werkfow Tadke 12/15/2009

14.5 Click "Actions” - m ,and select “Delete” - ¥ Deet=
i%. Site Content and Structure

|2 Refresh all
E &5, Training
S i3, MosSTraning |
® g, Jewels
@ (3] Documents
® (3 Pages
@ (2] Workflow Tasks
@ BR canrh

14.6 Click "OK" to confirm deletion of the subsite.

Windows Internet Explorer

L2

18



Note(s):

e After deletion, the screen will refresh with the deleted site removed.
% Site Content and Structure

#] Refresh all MOSS Training
= 5L|_,j—,, Training 3 up | MNew~ Actions = Settings = Show Related Resources  View: Defa
= 475  MOSS Training [l Type Title Modified
5] Documents I &=l Documents 12/15/2009
| Images
= N &l Images 12{15/2009
3 Pages 12/15/2009
E]
[ Workflow Tasks & Pages
§fl search 7 E workflow Tasks 12/15/2009

e Only a “Site Owner” can delete a site.

e Although, the delete option is presented to other users, if a non-
Owner user attempts to delete a subsite, a notice will appear
stating insufficient permissions to complete this action.

e Deleting a subsite, means the subsite and ALL its contents (files,
pages, libraries, subsites, etc.) will be PERMANENTLY deleted.

15.0 Restore a Deleted Item
15.1 Click “Site Actions” -

15.2 Click “View All Site Content”, from the drop down menu.

Welcome sholanda ~

Site Actions
r Edit Page
'/o Change the content and Web Parts
L on this page,
3 Create Page
Create a page in this site.
= Create Site
:‘E‘Jb Add a new site under this site,

Hide Page Editing To

Hide the Y

olbar

eatr

. View All Site Content
LU View all ibraries and lists in this site.

Site Settings

Manage site settings on this site.

Manage Content and Structure
Reorganize content and structure in

this site collection |

B
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15.3 Click “Recycle Bin".

Training > Actual = All Site Content

All Site Content

[ Create
Mame Description Ttems

Document Libraries

(3] Documents This system library was created by the Publishing feature to 1]
store documents that are used on pages in this site.

[E3] Images This system library was created by the Publishing feature to 1]
store images that are used on pages in this site.

@ January Training January Training 1

[EH Pages This system library was created by the Publishing feature to 2

store pages that are created in this site.

Picture Libraries
There are no picture libraries. To create one, dick Create above.

Lists

Workflow Tasks This system library was created by the Publishing feature to 2
store workflow tasks that are created in this site.

Sites and Workspaces
There are no subsites or workspaces. To create one, dick Create above.

= Recyde Bin I Use this page to restore items that you have deleted from this i
site, or to empty deleted items.

15.4 Place a check mark beside the item to be restored.

Training = Recycle Bin

Recycle Bin

Use this page to restore items that you have deleted from this site or to empty deleted items. Items that were deleted more than 30 day(s) ago will be
automatically emptied. To manage deleted items for the entire Site Collection go to the Site Collection Recyde Bin.

|¢\ Restore Selection | X Delete Selection

Type MName Original Location Created By Deletedd Size
ATT00229.jpg JAngels sholanda 2/1/2010 10:32 AM 26.7KB

15.5 Click “Restore Selection’- |\ Restore Selection .

Training > Recycle Bin

Recycle Bin

Use thes page to restore Items that you have deleted from thes site or to empty deleted
aly emptied. To manage deleted items for the entire Site Collection go to the
4% Rastore Selaction |

Delate Selection
Original Location Crea

15.6 Click "OK", to confirm restoration.
Windows Internet Explorer

©

—
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Note(s):

e After the restoration occurs, the screen will refresh with the
restored item no longer listed and any remaining items will display.

e Arestored items are returned:

o To their original location, prior to deletion.

o With their same status prior to deletion, i.e. if a page had a
‘pending’ status before being deleted it will be pending after
restoration.

e Subsites are NOT able to be restored. If you delete a subsite, it will
not be sent to the Recycle Bin and you will have to create a new
one to replace it.

16.0 Create a Document Library (Owners Only)
161 Click “Site Actions” - BEELETIENN

16.2 Click “View All Site Content” from the drop down menu.

Welcome sholanda ~

r Edit Page
il hange the Veb Pa
/3
: Create Page
J Create a page in this site.
oy Create Site
Son Add a new site under this site,

Hide Page Edltlng Toolbar

Hide the page status and editing

View All Site Content
View all ibraries and lists in this site,

' - 1 vw “m

ew reports on docu

Site Settings

Manage site settings on this site.
= Manage Content and Structure

this

16.3  On the All Site Content Page, click the "Create” button.

ddsn.sc.gov = MOSS Training Site > All Site Content
I e | All Site Content

View All Site Content i/ Create L
About DDSN

Mame Description
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16.4 Click “Document Library”, from the Create page.

16.5

Create

Select an item to create a new list, library, discussion board, survey, |
Hover over an item to view details.

Libraries Tracking Custo
8 Document Library 8 Tasks 8 Cus
& Picture Library a Imp

Enter Name, Description, Navigation, Document Version
History, and Document Template Information (optional).

Home > Movies > Westerns > Create > New

New

Name and Description

Type anew name as you want it to appear in headings and links throughout the site, Type descriptive text that wil help site visitors eme:
use this document library. [poFs
Description:
[This library will contain FDFs from =]
our Monthly Staff Meetings.

Navigation

Specify whether a link to this document lbrary appears in the Quick Launch. [ (| Display tis document lrary on the Quick Launch?
® ves O No
Document Version Histo
v Create 3 version each me you edit a fie in this document library?
Specify whether a version is created each time you edit a file in this document library, Learn about versions. O yes @ g
Document Template
Document Template:
Select a document template to determine the default for all new files areated in this document lbrary. -
Microsoft Office Word 97-2003 document |
i
Note(s):
.

e Document Version History is a personal preference.
o Selecting “Yes” means each time the same document is
uploaded to the library, with an update, it will have multiple

copies (versions) versus overriding the previously saved version.

o Selecting “No” means each time the same document is
uploaded to the library it will override the previously uploaded
version.

e Navigation choice determines whether a library reference link will

display in the Left Navigation.
o Selecting “Yes” to Quick Launch will display a link to the section
of Document Libraries within the Left Navigation.

o Selecting “No” to Quick Launch means no reference link will
appear in the Left Navigation. This is the preferred option.
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16.6

Click the “Create” button, at the bottom of the page.

Home > Movies > Westerns > Create > New

New

Name:

[FOFs

Description:

u wantit to appear in headings and links throughout the site. Type descriptive text that will help site visitors

[This library will contain POFs from =
our Manthly Staff Meetings.

|

Navigation
?
Specify whether a lnk to this document ibrary appears in the Quick Launh. (] Dispy s dosumentlbrary on the Quick Lounch
@ ves © No
Document Version History

Create a version each tme you edit a fle in this document ibrary?
Speify whether a version is created each time you edit a file in this document library.  Learn about versions. Oves ©no

Document Template

Document Template:
[Microsoft Office word 97-2003 document =l

ot

Select  document template to determine the default for all new files created in this document ibrary.

Note(s):

After clicking the create button, the newly created document library

will appear as displayed below.

Training Portfolios

Documents

Uplbad ™  Actions ~  Settings ~ View:  All Documents
Actuaries

Type Name Modified Modified By
Test

There are no items to show in this view of the "Portfolios™ document library. To create a new item, dick "New™ or "Upload™ above.

17.0 Add an Item to a Document Library

Navigate to the desired document library.
Note(s):

17.1

17.2

17.3

Click the downward arrow on the “Upload” button and select

Library locations vary depending upon the site’s layout.

“Upload Documenfr”.

MOSS> MOSS Mock Training Site 2 > MOSS Accounting Services

MOSS Accounting Services

Upload a document from your

computer to this ibrary. es” document library. To create a new item, dick New” or

your

< Upload
? )| Uproad m

Click “Browse” on the Upload Document page.

MOSS = MOSS Mock Training Site 2 > MOSS Accounting Services > Upload Document

Upload Document: MOSS Accounting Services

Upload Document

MName:;

View: All Documents

Browse to the document you intend to upload. Il

Upload Multiple Files. ..
¥ overwrite existing files

23
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17.4

17.5

Note(s):

e By default, “Overwrite existing files” is checked. If ‘versioning
documents’ has been selected for the document library, uncheck
this option.

e \Versioning is the choice to have each new copy of the document
saved uniquely from the previous saved version.

Select the desired file to upload and click the “Open” button.
[Choose file 2| x]

Lock in: I@ My Documents j = I‘j‘ Ed-
MOSS Training Maternial BM0S 5 S0 2009 - Yersion 1 08
My Music CIIMOSS Training
My Pictures Ig]News Center Training Checklist
My Videos E_j Mews Center Training Mates
FROJECTS [£] NOTES
Snaglt Catalog @ Personal Pathwways Production E
Desktop T PMBA_brochure042709
;_ 0E0503 Commiszion Meeting Minutes B Project Status Sheet
= T e E_]Fiescued document
Amanda_Beiamin_EMS_T raining_Registration_Form r;] SC wrong ve. right Hyperlink
WIEEENNEEY | CT) attachments_2009_10_16 B 5C_E stimations

_j CindyM GlennCoverLetter [2)
E’[ W] CMS Training Checklist

) CMGResume _ OPTIONS

My Cormputer

_] DocumentE

| |

File name: IDEDEDS Commission Meeting Minutes j
Flesoftype: Al Fies () =

Click “OK". The chosen file will display the Name text box.

DD3N = MOSS Mock Training Site 2 > MOS5 Accounting Services > Upload Document

Upload Document: MOSS Accounting Services

Upload Document Name:

Browse to the document you intend to upload. |C:\Du:umem:s and Settings\sholandah  Browse.. I
Upload Multiple Files...
¥ overwrite existing files

o T
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17.6 Click “Check-in".

Documents: CS_WaiverApplication

¢ The document was uploaded successfully and is checked out to you. You must fill out any required properties and check it in before other users will be able to access
coit

Items on this list require content appraval. Your submission will not appear in public views until approved by someone with proper rights. More information on content
approval,

o

ChedkIn Cancel

W Delete Item | ‘57 Spelling... * indicates a required field

Name * |CS_WaiverAppIicatiun .pdf
Title |
Scheduling Start Date & Immediately

) On the following date:

| | FERE: | O

Scheduling End Date & Never

' 0n the following date:

| | B [

Version: 0.1 Chedk In Cancel

Created at 12/156/2009 12:01PM by sholanda
Last modified at 12/16/2009 12:01PM by sholanda

Note(s):

e Name will automatically populate, based on the file name when it is
uploaded. However, the ‘Name’ can be modified, if desired.

e Title and Scheduling information is optional.

e Once the file is checked in, the following screen appears:
Documents

Thiz system library was aeated by the Publishing feature to store documents that are used on pages in t

MNew ~ Upload = | Actions - Settings

Type MName Modified 'Modified By Approval Status
Ca News 12(16/2009 11:17 AM sholanda Pending
a CS_WaiverApplication2 ! MEw 12/16/2009 12:21PM sholanda Draft

17.7 Hover over the newly added document, and click the
downward arrow button.
Documents
Th-s systerﬁ !;b(a!y was aeaié& bythé PQbP:s;\xng %eam'ei {o srt'ore document_r; E\ratiare used on pa
New ~ Upload - Actions ~ Settings ~

Vvioaiheda Moaihed By Approval St

| Ba News 6/2009 11:17 AM sholanda Pending
) [ cs_waiverappication2 I ne om /2009 12:21PM  sholanda  Draft
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17.8 Select “Publish a Major Version”.
Documents

This system library was created by the Publishing featy
Mew ~ \Upload - Actions ~  Settings ~

Type Mame Modified
Ca MNews 12/16/200
) |cs_waiverapplication2 1w | 12/16/200
View Properties
[ Edit Properties
SR Manage Permissions
X Delete
Send To »
|y Ched:Out '
IE Publish a Major Version I
o] VEISon Stry
@& Workfiows
Alert Me

17.9 En’rercommen’r_s_i__i_f__d___e__gi_r__eq Qlick “OK".

Publish Major Version
Use this page to publish the current version of this document,

¥ ITtems on this kst require content approval. Your subemission wil not appear in public views untl approved by someone with proper permissions.

Comments
Type comments describing what has changed in this version,

Commants:

{ Optional }

e [

17.10 Enter optional information, if desired. Click “Start”.

Home > Movies > Pages > default > Workflows > Start Workflow

Start "Parallel Approval":[default] «— | MNameofthepagetobe

approved.

Request Approval

Ta request approval for this document, type the names of the peaple wha need to approve it on the Approvers ine. Each person wil be assigned 2 task to approve your document. You will recsive an e-mal when the
request is sent and once everyone has finished their tasks.

Bl Approvers... | approvers —IE'
¥ assign 2 single task to each group entered (Do not expand groups).

Type a message to include with your request:

{ Optional }

Due Date

If a due date is spedified and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

<— { Optional }

Tasks are due by:

Notify Others
To notify other people about this workfiow starting without assigning tasks, type names on the CCline.

_cc. | { Optional } &
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Note(s):

e The status changes to ‘Pending’ after the Approval process has
initiated for an uploaded document.
Documents

This system library was created by the Publishing feature to store documents that are used on pages in this =

Mew =+ Upload -  Actions = Settings -

Type MName +  Modified Modified By Approval Status  Schec
Ca MNews 12/16/2009 11:17 AM sholanda Pending
d C5_WaiverApplication2 ! new 12/16/2009 12:40 PM sholanda Pending

e The document must be approved before the document is available
to external site visitors.

18.0 Add Multiple Items to a Document Library

18.1

18.2

Navigate to the desired document library.

Note(s):

e Library locations vary depending upon the site’s layout.

e If you do not have the option to Upload Multiple Documents, you
can try reverting Internet Explorer to an older version, such as IE7.

Click the downward arrow on the “Upload” button and click
“Upload Multiple Documents™.

MOSS » MOSS Mock Training Site 2 > Documents

Decuments

tew = || Upload |~ |"Acbons -~ Settings - N | View: AllDocuments -
[ Upload Document | PR
i #J L:u:\e:a:a:;”tﬁl_."o'w your jreduling Start Date =l S
There arefl computer to this library. megt library. To create a new item, dick Mew” or “Upload® above,

Upload Multiple Decuments
@@ Upload multiple documents from your
computer to this library.
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18.3 Select the documents to add to the document library and
Click "OK".

MOSS > M55 Mock Training Site 2 > Documents > Upload Document

Upload Document: Documents

Upload Document
B o the document you intend o upload.

[ oo

B My Conguter [0 & Basic Webaite Tasks in MOSS doex BAKE 31972009 853 AM

I 8dd a5 a new version to existing fles

-8 My Hetwork. Flace: = BT NTER  RNG/000 45 AW
& My Documents [ ]MOS5 LopiPage doc NTKE 11/25/2008 807 4M
BQ ”Uiﬁay;";’a““"’ O E)M055 CenatetPage. doc NTEE 11/25/2008 8024H
= '—“__? el O E=)1055 DeletntPage docx TIEKE 11/25/2008 808 AW
&3 Presentation il BI0S5 D elstntSubSie docs 11 /252008 8:10 AW
& A My Music [ E=)MOSS HidetP ageSebSite. docx TI8KER  11/25/2008 813 4M
B ﬁ My Pichures [ )05 5-MovetPags do TTEE 11/25/2008 816 AM
£ Adobe O )05 5Modiph avagation- docx TIEKE  11/25/2008 815 AM
B My vadeos 21 Shelinade doc 008 719 AM
B PROJECTS

) Srag Cammiog

=)

18.4 Click “Yes" to confirm adding the selected files to the

document library.
Upload Document: PDFs

Upload Document

Browse to the document you intend to upload. ¥l overwrite
E@' Desktop | Mame | Size
¥ § M_I,l Computer T OiAamtDrmmmnn C kb a D e A ADD D~ dE 125 KB
é by Metwark Places -net Explorer il 23KER
EH) My Documents 23KE
\?) *You are about to upload 3 file(z] to 10.95.3. 200, 71 KB
- . TIKB
Q) MOSS Tralnlng Materi Do you want to continue? 53 KB
b b usic
S My Pictures 58 KB
My Videos ves | Mo BE KB
My web Sites 97 KB
&) PROJECTS =ittt E1KB
{E:l Snaglt Catalag O -E Infa Sheet 10.pdf SKB
1 ==, ¢ ) " moen

Note(s):

e Size limit for files 20MB.

e For larger files, upload one by one to minimize upload time to site.

e Be patient as the files are adding to the document library. After the
files have been added they will display as shown below:

[T Ty

Mew ~ Upload ~ Actions - Settings -

Type Mame Modified ) Modified By Approval 5tz
% ClassOutline ! Hew 10/27f2009 12: 24 FM sholanda Draft
B8 moss- 10/27/2009 12:24PM  sholands  Draft

DeleteASubSite I HEW

B3 styleGuide ! new 10/27/2009 12:24 PM sholanda  Draft
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18.5 For each newly added document, hover over the document
and click the downward arrow.
Documents

This system library was created by the Publishing feature to store docum
New ~ Upload ~  Actions ~ Settings ~

|
Form_I9_Employment_Eligibility_Verification ! NEw [ - I

18.6 Select ‘Check-In’.
Documents

This system library was created by the Publishing feature to store docur
New ~ Upload + Actions v Settings ~

ype Name

-y

News
CS_WaiverApplication2 ! new
Form_I9_Employment_Eligibility_Verification ! new v
IRS_Form_2678_Appointment_t View Properties
IRS_Form_8821_Tax_Info_Autl (53 Edit Properties [
IRS_SS4_Form_Application_for| 43 Manage Permissions
X Delete
Send To L4
h Check In I
|87 Discard Check Out
&) Version History
& Workflows
Alert Me

o

18.7 Select "#.0 Mqajor version (publish)” and click *OK".
Check in

Use this page to check in a document that you have currently checked out.

¥ Items on this list require content approval. Your submission will not appear in public views until approved by someone with proper permissions.

Document Check In What kind of version would you like to chedcin?
Other users will not see your changes until you check in. Specify options for € 0.1Minor version (draft)
checking in this document., =
I %% 1.0 Major version {publish) I
Keep the document checked out after checking in this version?
Tyves Bno
Comments Comments:
Type comments describing what has changed in this version. ;I
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18.8 Enter optfional information, if desired. Click “Start™.

Home > Movies > Pages > default > Workflows > Start Workflow

Start "Parallel Approval":[default] | Mmoo pagetone

Request Approval
To request approval for this document, type the names of the people who need to apprave it on the Approvers line. Each person will be assigned 2 task to apprave your document, You wil receive an e-mail when the
request is sent and once everyone has firished their tasks

g Approvers. ., Approvers

I¥ assign a single task to each group entered (Do not expand groups).

Type & message to indude with your request:

{ Optional }

Due Date

If a due date is spedfied and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

Tasks are due by: { [0 tional }
Notify Others - o
glcc.. { Optional } 1]

Note(s):

e With Multiple Document Upload, you must complete the Approval
Process for EACH document uploaded, i.e. follow steps 11.4 - 11.7
for EACH document uploaded during the Multiple Document Upload
process.

e The Approval Status for a document will change to “Pending” after
the approval process is initiated.

Documents

This system library was created by the Publishing feature to store documents that are used on pages in this site.
Mew - Upload - Actions - Settings ~

Type Mame Modified Modified By Approval Status
Ea News 12/16/2009 11:17 AM sholanda Pending
] | CS_WaiverApplication2 I HEw - | 12/16/2009 12:40 PM sholanda Pending
] Form_I29_Employment_Eligibility_Verification I HEw 12/16/2009 3:59 PM sholanda Pending
_é IRS_Form_2673_Appointment_of_Agent ! HEw 12162009 3:52 PM sholanda Draft
_é IRS_Form_8821_Tax_Info_Authorization ! HEwW 12/16/2009 3:52 PM sholanda Draft
_é IRS_554_Form_Application_for_Employer_ID_Mumber ! HEw 12162009 3:52 PM sholanda Draft
[ ]

A document must be approved to become available to your external
site visitors.

19.0 Approve or Reject a Resource Item (Approvers Only)
19.1  Navigate to the item that needs approval.

19.2 Hover over the item and click the downward arrow.
New ~ Upload ~  Actic

'2_1 default 12/1(
& Jewels I new - | 2%
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19.3 Click “Approve/reject”.

19.4

19.5

L_A'g_x"‘ }!‘-J‘r,-iw\g.k—"-f

View Properties
Edit Properties
Manage Permissions
Edit in Microsoft Office SharePoint Designer
Delete
Send To )
Approve/reject

X & &

|

Cancel Approval
Version History
Workflows

QEE

Select “Approved” or “Rejected” on the Approval page, and
Click “OK".
Pages: Jewels

L S page o aperove of neject mubmissors. ot that nepecting an itern does rot delete it, and that users who know the rusct LRL of & repected tem can sl aewit
L shaut requinng aoprovsl.

Approval Status

Approve, resct, o lepve the status of the tem as Pending. [ you Soprove of resc ) Approved. This e vl becema viskie t9 o wsers.

s s, arvy conient appnaval workflow Bt B n progress B i wll be carsled. (sl This e vll b i e oot B
public views.
" Perirg. This iters wil remain visbile b s creator and ol sers with
et Manaoe Lt pereenn

Coanment

Use: thes fleld tn enber any Domments about shy the Rem was approved o recied. - —
| [ Optional ]

T

Click "OK" to confirm your choice, and update the approval
process (workflow).
Windows Internet Explorer

L2

Note(s):
e After the approval choice is made, the screen will refresh to the
original page with an updated approval status.
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20.0 Delete an Item from a Document Library

20.1

20.2

20.3

Navigate to the desired library.
Note(s):
e Library locations vary depending upon the site’s layout.

Hover over the file to be deleted. This will make a downward
facing arrow appear.

ddsn.sc.gov > MOSS Training Site > PDFs
PDFs
This lbrary will contain all of our PDF files.

MNew = Upload = Actions = Settings =

B CaseManagemntAuthorizationReminder | new - 11,:;&3

DT T T L TC T T
B FormS54WM ! rew 11/9/2009
Note(s):

e ‘Hover’ over the item DO NOT click it. If the item is clicked, the
document will open and the BACK button of the internet browser
should be clicked to return to the original location.

Click the downward arrow and select “Delete” from the drop
down menu.

1 ddsn.sc.gov > MOSS Training Site > PDFs
| PDFs
nt This library will contain all of our PDF files.

| | New >~ Upload ~ Actions v Settings *

‘ ame
CaseManagemntAuthorizationReminder ! new v | 11/9/2009 3:50 PM

Site |
| R} DHHS_Form219_CLTCGNCW ! new View Properties 11/9/2009 3:50 PM
)  FormSS4wMm ! new (A EditProperties 11/9/2009 3:50 PM
rs  — :
X Delete
= T TG 10 7
& CheckoOut
fiee & Workflows
Alert Me

20.4 Click "OK" to confirm the file deletion.

indows Infernet I X

? J Are you sure you waht to send this item ta the site Recycle Bin?

»
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Note(s):

After clicking “OK”, the deleted file will be removed and any
remaining files will display.
ddsn.sc.gov > MOSS Training Site > PDFs

PDFs

This library will contain all of our PDF files.
Mew ~ Upload -~

Name

Actions ~

Settings ~
Type

a

Modified
DHHS_Form213_CLTCGMNCW 1 hEw

a

11/9/2003 3:50 PM
Formss 4 ! Hew

11/9/2009 3:50 PM

21.0 Create a Picture Library (Owners Only)

21.1

Click “Site Actions”

 Site Actions - |

Welcome sholanda ~

21.2 Click “View All Site Content” from the drop down menu.

Z

Il

View all lbraries and lists in this site.

Edit Page
Change the content and Web Parts
on this page,
Create Page
Create a page in this site.
Create Site
Add a new site under this site,
Hide Page Editing Toolbar
Hide the page status and editing
-

View All Site Content

0

=2

21.3 Click the “C

View All Site Content ]| Create Ii
About DDSN -

View reports on documents, pages

»
and tasks,

Site Settings

Manage site settings on this site.

Manage Content and Structure
Reorganize content and structure in

this site collection.

reate” from the All Site Content Page.

ddsn.sc.gov > MOSS Training Site = All Site Content

All Site Content

Mame

Description
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21.4 From the Create page, click “Picture Library™.
Create

Select an item to create a new list, library, discussion board, su
Howver over an item to view details.

Libraries Tracking
8 Document Librar'i' 8 Tasks

o Picture Library

21.5 Enter the Name, Description, Navigation, and Picture Version
History information and click “Create”.

ddsn.sc.gov
&4 MOSS Training Site
ddsn.sc.gov | AboutDDSN » | Consumers and Famiies ~ | [UM@SS Traming®ites] Service Providers » | Services + | Job Opportunities | Relevant Links | Your Right to Privacy @
ddsn.sc.gov = MOSS Training Site » Create > New

New

Welcome sholanda ~

Name and Description

Type a new name as you want it to appear in headings and links throughout the site, Type descriptive text  Jame:
that will help site visitors use this picture library.

[Resource Images

Description:

[This Picture Library will contain all =]
the images from our Resource
Meetings.

|

Navigation

) ) ) ,
Specify whether  link to this picture library appears in the Quick Launch. ] Display this picture fbrary an the Quick Launch?
@ Yes O o

Picture Version History

Create a version each time you edit a file in this picture library?

Specify whether a version is created each time you edit  file in this picture lbrary. Learn about versions, || € yes E o
Concel

Note(s):
e Picture Version History is a personal preference.

o Selecting “Yes” means each time the same document is
uploaded to the library the file will have multiple copies
(versions) versus overriding the previously saved version.

o Selecting “No” means each time the same document is
uploaded to the library it will override the previously uploaded
version.

e Navigation choice determines whether your newly created library
will display in the Left Navigation.

o Selecting “Yes” to Quick Launch will display a link to the section
of Picture Libraries within the Left Navigation.

o Selecting “No” to Quick Launch means no link reference will be
made to the picture libraries within the Left Navigation.
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e After clicking Create, the newly created picture library will appear as
shown below.
@@ MOSS Training Site =

ddsn.sc.gov About DDSM - Consumers and Families - W Service Providers - Service

| — ddsn.sc.gov = MOSS Training Site = Resource Images
| sl Resource Images
view All Site Content This Picture Library will contain all the images from our Resource Meetings.
About DDSN Mew ~ Upload - Actions ~ Settings ~
‘F::n“z:f';ers and Type Mame
MOSS Training Site There are no pictures to show in this view. To add a new picture, dick "Upload™ above.
= Pictures

= Documents

22.0 Add an Item to a Picture Library

22.1

22.2

22.3

Navigate to the desired picture library.
Note(s):

e Library locations vary depending upon the site’s layout.

Click the downward arrow on the “Upload” button and select
“Upload Picture”.

MOSS

o = MOSS Mock Training Site 2 = MOSS Seminar 1 Photos

MO55 Seminar 1 Photos

Mew = Actons ~ | Setfings ~ View: All Pictures
= Upload Picture ] e
Upload a picture from your computer i i
There are to this kbrary. dick "Ugload™ above.

Upload Multiple Pictures
* Tﬁ Upload multiple pictures from your

Click the “Browse" button.
Add Picture: MOSS Seminar 1 Photos

Upload Document Name:
Browse to the picture you intend to upload. I

Upload Multiple Files...
¥ overwrite existing flles
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22.4 Select the desired file to upload and click the “Open” button
Choose file

omin,

agencyBranding ATTOD223

My Computer

k|‘ -
-
My

22.5

Click the "OK" button. The file name will display in the Name
text box.

Add Picture: MOSS Seminar 1 Photos

Upload Document

Name:
Browse to the picture you intend to upload.

|c:\Documents and Settings\sholandah -
Upload Multiple Files. ..

Overwrite existing files
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22.6 Enter additional information about the uploaded photo, if
desired, and click “OK".

Bla5ox_Roud2573518 % uraevick 0302 HS36

¥ The document was uploaded successfilly. Use this form to update the properties of the document.

Title

Oate Picture Taken

Description

Enter a Description here.

Used as alternative text for the picture.

[ Optional |

For ol Yo trees.

Created at 10/27/2005 3:49 PM by gholanda
Last modfiad at 10/27/2009 3:43 PM by gholands
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Note(s):

e Name will automatically populate, based on the file name at the
time of upload. However, ‘Name’ can be modified.

e After clicking “OK”, the uploaded picture will display as shown
below:
Memories

Photos of staff events

Mew ~ Upload -  Actions - Settings ~

[ BBNet

23.0 Delete an Item from a Picture Library
23.1 Navigate to the desired Picture Library.

23.2 Place a checkmark in the checkbox below the picture(s) to

be deleted.

Home > Jasmine

Jasmine

l New ~ Upload ~ AFﬁons ~ VSetﬁngsiv

[T 3RD STREET EAST... " BAKER BLVL

f 3RD STRE... y of BAKER BL...

23.3 Click Actions from the menu options.

Home > lasmine

Jasmine
| —
Mew - Upload '( Actions ~ )Setﬁngs -
o

38



23.4 Select Delete from the drop down menu.
“Actions ~ | Settings ~
Edit

Delete selected pictures. /
‘ Copy pictures from this library to your
computer,
Send To

Insert pictures into an email or
document.

View Slide Show
View pictures in a side show format.

Open with Windows Explorer
Drag and drop files into this ibrary.

Q Alert Me
\3 Receive e-mall notifications when
: items change.

23.5 Click “OK"” on the Windows Message dialog
Message from webpage

L2

box.

[ -
Note(s):

e After clicking “OK”, the screen will refresh and the item(s) marked
for deletion will be removed. Any remaining items will display.

24.0 Delete a Library (Owners Only)
24.1 Click “Site Actions” - BRI,

24.2 Click “Manage Content and Structure”, from the drop down
menu.

Viecome testenber - IETEYYETTRA
Edit Page

Change the content and Web Parts
on this page.

Create Page
Create a page in this site.

Hide Page Editing Toolbar
Hide the page status and editing
options for this page.

= View All Site Content
View all libraries and lists in this site.

View Reports
View reports on documents, pages »
and tasks.
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24.3 Inthe left window pane, navigate to the location of the
library to be deleted. (Click the plus sign to display items within a
folder.)

% Site Content and Structure

|#] Refresh all Training
ﬂln Training Mew * Actions ~ Settings ~ Show Related Resources
aﬁ Search r_] Tz Title
[I] Content and Structure Reparts r Search

43| Documents

@ [ 1 ™ [ contentand Structure Reports
3] Images
)
H| Master Page Gallery r = Dacuments
3] NEWS - &l Images
i3 Pages N B owews

24.4 In the right window pane, place a check in the box before
the library you want to delete.

|#] Refresh all Training
= 2, | Training New - Actions - Settings = Show Related Resources
b 0 e e
[ Content and Structure Reports search
ear

3] Documents

. Content and Structure Reports
3] Images

oo
Jele & 8 &

I3 Master Page Gallery Documents
3] NEWS Images
53] Pages NEWS

245 Click “Actions’- | #8005~ o d select “Delete” - & Deete

Training
New ~ Actions ~
M 153 Copy...
l"" _2 Move...
'—I- X Delete h
] Dl  Documents
[ &  Images
v o News
& 2]  Pages
r [ Reusablecd
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24.6 Click "OK”, to confirm deletion.
Windows Internet Explorer .:I

L2

T e |

Note(s):
e After the deletion occurs, the screen will refresh and the library will
be removed. Any remaining items will display.

e Be advised that if a library is deleted, all items within that library
will be deleted as well.
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SiteBuilder

Editing (and
Other) Tasks



25.0 Edit a Page
25.1 Navigate to the desired page.

25.2 Click “Edit Page”.

Version: Draft (0.6) Status: Waiting for ‘EEE_DVE”

Page ~ | Workflow ~ | Tools ~ _; Edit Page

Note(s):
e |If the “Edit Page” button is not displaying, Click “Site Actions” -
> “Show Page Editing Toolbar”.

ge
Create Page

I Create a page in this site

- Create Site
{__th Add a new site under this site
Show Page Editing Toolbar
Display the page status and editing
options for this page.
View All Site Content
I k this sit

Woraries and

- "he
Poyn Manage Content and Structure  pff |
SR Reowimcnimtadauieeh iy

e [f the page’s status is waiting for approval, a message will display
stating the page is locked. Click “Continue and Edit Page” to edit
the page.

Version: Draft (0.6) Status: Waiting for approval Publication Start Date: Immediately

Page ~ | Workflow ~ | Tools v | [ EditPage

! This page is currently locked for editing because a workflow is running which will stop if the page is chanoed.

Options: Continue and Edit Page

e Be advised that if you continue to edit the page, the current
approval process will be canceled and a new one must be initiated.
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25.3 Begin adding and editing page content.

Page Heading

|Quahﬁed Service Providers List

Page Subheading

Main Content Area

(53 Edit Content

Following is the list of service providers in South Carolina who are DDSN approved to provide services to
DDSN consumers. This DDSN Qualified Providers List (QPL) is listed below by county. Each organization on
this list must meet the federal, state and DDSN requirements for quality, health and safety to become a
provider of DDSN supports and services.

This Qualifed Provider List (QPL) includes the names of providers and the counties in which their services
are offered - but not the specific services provided. Please note: all providers may not offer services for all
disabilities or for all ages or in all counties. To find out if an organization offers the service you need, for
the desired age group and disability, and in the location you need it, we invite you to browse our list of
Qualified Providers below.

The first provider listed for each county is the local Disabilities and Special Needs (DSN) Board marked by
an asterisk(*). The local DSN Board is your first stop in applying for services in each county with the
exception of traumatic brain injury, spinal cord injury and services for infants and teddlers. To apply for
traumatic brain injury and spinal cord services, click here for more information. To apply for services if your
child is under 36 months of age and at risk for a developmental disability, contact BabyMet. (click here for
more information)

Click Here to search for Qualified Service Providers by service and county.

Note(s):

e To edit the Main Content Area, click the “Edit Content” link or click

inside the Main Content Area text box.

e In order for the MOSS Editor Toolbar to display, you may need to
select the ‘Edit HTML Source’ icon a few times or enter text when
Editor is in HTML Editor Mode and then select ‘Edit HTML Source’.

e For a breakdown of the MOSS Editor Toolbar, reference section 36.

e Use the keyboard (shift + arrow keys) to select the text. And ensure
that the cursor really is at the end or beginning of a line by using
the End/Home keys on the keyboard -- even though the cursor
won't move when you do this.

25.4 Once editing has been completed, click “Page”.
Site Actions -
Version: Checked Out Status: Only yvou

Page v | Workflow ~ | Tools = —&i Check

B Remember to check in so other people can see y

25.5 Click “Save and Stop Editing”, from the drop down menu.

Version: Checked Out Status:

Page v | Workflow ¥ | Tools v

A Save
m Save and Stop Editing I
Ly CheckIn...
| 1By Discard Check Out
.; Page Settings and Schedule
X Delete Page
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Note(s):
e Be patient as your changes save. This process will take a moment.

25.6 After u%dc’res have saved, Click “Check In to Share Draft”.

Version: Checked Out Status: Only vou can see and modify this page. Publicati

Page ~ | Workflow ~ | Tools = _h Check In to Share Draft | J4%] Submit for Approval

'@ Remember to check in so other people can see your changes. (Do not show this message again)

25.7 Click “Submit for Approval”.
Site Actions -
Version: Draft (0.2) Status: Checked in aggoyewable by guthorized yeerz,  Publ
Fage = | Workflow = | Tools - j EditPagd = ig Submit for Approval

25.8 Enter optional information, when applicable, and Click
“Start”.

Home > Movies > Pages > default > Workflows > Start Workflow l

Start "Parallel Approval" :[default] «— | MNemeofthe page tobe

approved.

Request Approval

To request approval for this document, type the names of the peaple wha need to approve it on the Approvers Ine. Each person wil be assigned a task to approve your document. You wil receive an e-mai when the
request i sent and once everyone has finished ther tasks.

allipprovers... | Approvers =9
7 Assign 2 single task to each group entered (Do not expand groups).

Type a message to indude with your request:

{ Optional }

Due Date
1f a due date is specified and e-mail is enabled on the server, approvers wil receive a reminder on that date if their task is not finished.

<«— { Optional }

Tasks are due by:

Notify Others
To notify other people about this workflow starting without assigning tasks, type names on the CCline.
gdec.. { Optional } &

e After a page is submitted for approval, the status will change to
‘Waiting for Approval’'.
|_Site Actions - |

Version: Draft (0.1) | Status: Waiting for approval ublication Start Date: Immediately

Page ~ | Workflow ~ | Tools = | |52 EditPage

e An email will be sent to the Approver(s) notifying them a page
needs to be approved, after the request for approval.

e Approvers refer to Section 12.0 of this MOSS User Guide.

e A page will not be visible by external site visitors until it has been
approved.
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H Edit Hyperlink Properties -- Web X

2 | hitp://A10.95.3 200: 26299/ mosstraining/_layouts/dssetE ditHyperLink. aspy?Defaultdzset ocation=4D efaultbesatimagel oz =

Enter a URL and its display properties.

Selected URL

I [ Browse |

- Open Link In New Window

r Display link with icon [@l]ﬁlename.dnc)

Tooltip

Bookmark

Name

oK | Cancel
v H 1] 1h)
=
fion=40 fion=4DisplayL DefaulTol -
% Double-dlick an item to select it. Type a site URL or a library URL in the Location box to browse its contents.
Documents 115 » i
Look In ) | Adtons + | % Upload | =] Simple View ~
L
Type Mame Modified Modihed By
} | 5] BudgetProcessPDDWaiver 10/31/2009 12:44 AM SCIMOSSDMZ \geniese
i o BudgetProcessstateFundedPDD 10/31/2009 12:44 AM SCIMOSSDMZ \geniese
Current Site:
Documents 3] BudgetspreadshestPDDWaiver 10/31/2009 12:44 AM SCIMOSSDMZ\geniese
3] BudgetSpreadsheetStateFundedProgram! 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
’ | 3] CaseManagemntAuthorizationReminder 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
J
& B] DHHS_Form219_CLTCGNCW 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
Current Site:
Pages B] DHHS_Form219_CLTCINCW 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
a DHHSLetterl 10/31/2009 12:44 AM SCIMOSSDMZ \geniese
} I a Form2578VUM 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
)
o 3] Form8s21WM 10/31/2008 12:44 AM SCIMOSSDMZ\geniese
Site Collection
Documents 0o FormIsw 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
B] FormsS4WM 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
B] Formi/</ 10/31/2008 12:44 AM SCIMOSSDMZ \geniese
B vy 10/31/2009 12:44 AM SCIMOSSDMZ \geniese
g Infosheet1 10/31/2009 12:44 AM SCIMOSSDMZ \geniese
Location (URL): [/pr vices/pdd/D Inf pdf
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/21 Edit Hyperlink Properties x|

€ | http:/Araining sc gov./matstaff/_layouts./AssetEditHyperlink.aspx ?Defautt Asset Location=4Default AssetimageLocation=4Disp

==| Enter a URL and its display properties.

Selected URL

I.-"Pages.-"SiteMap.aspx

[ Open Link In New Window

O Display link with icon (@ filename.doc) Optional Selections:
= p :

Tooltip

Bookmark

MName

{ 9 BT @DE 2
iSelect * |Styles - - A- Al- B I O
Current Selection : None

CoT

111
REIN
il
¥
il

InfoSheetl.pdf

27.0 Add a Hyperlink to an External Website onto a Page
27.1 Navigate to the page to add a hyperlink.

27.2 Click “Edit Page” button or “Site Actions » Edit Page™.

27.3 Place the cursor in the Main Content Area text box or Click
the “Edit Content" link - | -4 EditContent

27.4 Highlight the text you desire to be a link and Click the
Insert Hyperlink Icon - =

47



27.5 Enter the URL (Website Address) in the Selected URL field
and click “OK". Enter opfional information, if desired.
@E{lit Hyperlink Properties -- Webpage Dialog x|
[ hitp://10.95.3 200:26299/mosstraining/._lapouts/AsselE ditHypeiLink aspi7D efaulthssetl ocation=hDefauléssetimageLoc ~ |

A Enter a URL and its display properties.,

Selected URL

|http://www.target.com Browse... I
I Open Link In New Window
I Display fink with icon (2] flename. doc) <4 [ Optional Selections: '
Tooltip
|
Boaokmark
MName
|
[T R
Note(s):

e When entering an external website address in the Selected URL
field, ‘http://” must be included with the web address.
o For example, do not type www.youtube.com, enter

http://www.youtube.com.

e Optional information is includes ‘Open Link In New Window’,
‘Display link with icon’, or Tooltip.

e The previously highlighted text will appear as a link in the Main
Content Area text box.
AEET YL ¥ 151 Kz

! Select ™ |Styles~ T~ A~ Al- | B I U

_ Current Selection : None

I
M|
i
1
o
|
i
m

Betty White plays football, babies talk about "milkaholics™ and a house made of Bud
must be the Super Bowl - or at least the advertising showcasze that entertains amid

The rommearciale fram ciirh advertizeare az Anhenzer-Rusrh and Carca-Cnla ont Aff 0

27.6 Once editing has been completed, Save the page,
Check into Shared Draft, and Submit for Approval.

48


http://www.youtube.com/
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28.0 Add a Hyperlink to a Document onto a Page
28.1 Navigate to the page to add a hyperlink.

28.2 Click “Edit Page” button or “Site Actions » Edit Page™.

28.3 Place the cursor in the Main Content Area text box or Click
the “Edlit Content” link - | 4 EditContent

28.4 Highlight the text you desire to be a link and Click the
Insert

Hyperlink Icon - =

28.5 In the Edit Hyperlink Properties window, click Browse.
%) Edit Hyperlink Properties -- Webpage Dialog x|
|g http:/Araining sc.gov/matstaff/_layouts/ Asset EditHyperLink aspx ?Default Asset Location=8Default Asset Image Location=4Disp

% Enter a URL and its display properties.

Selected URL

- Open Link In Mew Window

- Display link with icon TE_I] filename. doc)

Tooltip
Bookmark
MName
OK | Cancel |
hitp:/Araining sc.gov/matstaff/_layouts/Asset it HyperLink aspx PDefaultAssetLocation=4Defi () Intemet [,
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28.6 Navigate to the document to be hyperlinked, select the
document, and click “OK".

& Double-dick an item to select it. Type a site URL or a library URL in the Location box to browse its contents.

Documents
Look In 3 A Acions - | [} Upload = Simple View ~
Type Name Approval Status Modified By
} I =] Windows Approved SCIMOSSDMZ\sholanda
el Ea Obligated Approved SCIMOSSDMZ\sholanda
Current Site:
Documents = Licensing Approved Mary Ann Obrien
[*] 2010 Audits Pending SCIMOSSDMZ \sholanda
l ] MOSS Training Info Aparoved SCIMOSSDMZ\shelanda
el < @ Credit Card Vendor SCgov-NBS Aporoved SCIMOSSDMZ\sholanda
Current Sitez |
Pages [ TOC CommumeS o P2 e CIMOSSDMZ \sholanda
B DMV Flow Chart v1-7-09 Approved SCIMOSSDMZ \sholanda
} | Chrysanthemum Approved SCIMOSSDMZ\sholanda
Falw 2] gamecocks_logo Appraved SCIMOSSDMZ\sholanda
Site Collection
Documents recycenter Rejected Mary Ann Cbrien

Location (URL): [/ Documents/Credit Card Vendor SCgov-NBS.doc ]

Note(s):
3

e [n some instances, you must click to navigate to the

location of the document to be hyperlinked.

3 Select a Link - Webpage Dialog

2]

@ Double-clck an item to selectit, Type 3 site LRL or a brary URL in the Location box to brows its contents

nagement Staff

Look In 4 )| Actons ~
Type Title Modified Created By
} l @ Documents 41/2011
e ] Images 412011
Current Site: = i
Documents 5] Pages af1j2011
= Workflow Tasks 412011
[ 1}
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28.7 Enfer opftional information, if desired, and click “OK".
% |Edit Hyperlink Properties -- Webpage Dialog x|
[ | hitp:£/10.95.3 200:2629% mosstiaining/._layouts/AsselE ditHyperLink aspx7Defautssetl ocation=4DefaubssetlmageLoc - |

88| Enter a URL and its display properties,

Selected URL

|http:/fwww.target.com Browse... I
I OpenLink In New Window
I Display link with icon (2] fiename.doc) L Optional Selections: '
Tooltip
[
Bookmark
MName
|
o« | cancel |

Note(s):
e After clicking “OK”, the screen will automatically return you to
your MOSS Page displaying your hyperlink.

R=L AL E=L = Ll LA L= S L L= = b= oY ?'UU DUI][EL[]T[1H. VT
when it comes to training? In most businesse
you need for the government, and all that ki
product knowledge. Maybe how to ring up ar
be customer servicel

29.0 Add a Hyperlink to a MOSS Page onto a Page
29.1 Navigate to the page to add a hyperlink.

29.2 Click “Edit Page” button or “Site Actions » Edit Page™.

29.3 Place the cursor in the Main Content Area text box or Click
the “Edlit Content" link - | -4 Edit Content

29.4 Highlight the text you to be a link and Click the Insert
Hyperlink Ilcon - =
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29.5 In the Edit Hyperlink Properties window, click “Browse".

Enter a URL and its display properties,

Selected URL

r Open Link In Mew Window

- Display link with icon (@ filename. doc)

Tooltip

29.6 Navigate to the MOSS Page. (All pages are located in the
‘Pages’ folder within subsites).

29.7 Select the page to be hyperlinked and Click “OK".

g Double-dlick an item to select it. Type a site URL or a library URL in the Location box to browse its contents.
Pages
Look In 4 A | Actons - [ simple View ~
Type Name Approval Status Modified Modified By
l d 2/15/2011 %04 FM Anitra L. Clark-Jones
L 2 9/2/2010 11:52 AM SCIMOSSDMZ\sholands
Current Site:
mmmmmmm
Fa
Current Site:
Pages
Fa
Site Collection
Documen ts
Lacation {URL): [/Pages/SiteMap.aspx ]

52



29.8 Enfer opfional information, if desired, and Click “OK".
2| Edit Hyperlink Properties -- Webpage Dialog x|
[ hitp:/110.95.3,200: 26293/ mosstraining/_layouts/AsselE ditHyperLink. aspx?Defautssetocation=tDefaubissetimageLoc |

A Enter a URL and its display properties.

Selected URL

|http://www.target.com Browse... I
I"] Gpen Link In New Window
I pispiay ik with icon (23] filename. doc) E— Optional Selections: '
Tooltip
Bookmark

Name

|

29.9 Once editing has been completed, Save the page,
Check Into Shared Draft, and Submit for approval.

Note(s):
e After clicking “OK”, the screen will automatically return you to
your MOSS Page displaying your hyperlinked document.

p=pei =L =i Ll LI L= S R L= = b= oY TULJ DUII[EL[[”IH. VT
when it comes to training? In most businesse
you need for the government, and all that ki
product knowledge. Maybe how to ring up ar
be customer servicel

e To create a hyperlink to a Subsite’s homepage, select ‘default’
within the Pages folder.

30.0 Copy Text From a Document onto a Page
30.1 Copy the text from your document.
Note(s):

e Highlight and copy the text from your original document by
selecting the text you wish to copy and then pressing “Ctrl” + “C”.

30.2 Paste the text into Notepad.
Note(s):
e Open Notepad (Start>All Programs>Accessories>Notepad) and
place your cursor in the body of your Notepad file and press “Ctrl” +
“V”. This will strip away all formatting, including any HTML code that
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MS Word might add to the document.
ei s

.@ Microsoft Content Management Server

[ ) Communications  »

Programs
» [T Entertainment b

<1 Documents ¥ I Microsoft Office » ) System Tools »
= _ I QuickTime v 5] Calculator
c E) Setkings 3 ——
o ) A P notepad
3 j‘—’\l Search » -@ ‘fahoo! » ¥ .
“g IFT) ‘ahoo! Messenger »] Creates and edi
a u Help and Support =) RealPlayer
& <=] FRun.. [T Real 4
] £
=
-g I Log Off catlesnw,.. - p—
£ OCcEd: 8@ &-2-A-==7 0
= @ ST B At 1" lnl  Coll REC TRK EXT OWR

30.3 Copy the text from Notepad.
Note(s):
e With Notepad still active, place your cursor in the white area click
“Ctrl” + “A” and then “Ctrl” + “C”.

Fl\e\Edit Format  View  Help
Unda Ctrz  |HOETE
EE  cut Ctrly
Copy
Paste Cirk+v

Delete Del
Find... CtrhF
Find Mext  F3

Replace... Chrl+H
GoTo.. CorbG

Select All - Ctrl+a
TimefDate FS

30.4 Navigate to the desired MOSS Page.
30.5 Click “Edit Page” button or “Site Actions » Edit Page”.

30.6 Paste the copied text into the desired section of your
MQOSS Web page.

Note(s):
® Place the cursor in the desired content area space and press “Ctrl”
+ “V”. Now format the pasted content using the formatting toolbar
located above the content. The formatting toolbar is shown below:
_ F.Y 2 @AD@ Y.
ESelect' Styles - - A- Al- | B 7 U
Current Selection : Mone
e Once editing has been completed, Save the page, Check into
Shared Draft, and Submit for Approval.

s G
111

Il
b
i
n¥
il

R
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31.0 Insert an Image on a Page
31.1 Navigate to the desired page.

31.2 Click “Edit Page” button or “Site Actions » Edit Page”.

31.3 Place the cursor in the Main Content Area text box or Click
the “Edit Content” link - | "4 Edit Content

31.4 Place the cursor in the desired location of the image and
Click Insert Image Icon - =3

31.5 Click the Browse button on the Edit Image Properties

page.

&) Edif Tmage Properties -- Webpage Dialog

x|

|g hitp:#/10.95. 3. 200: 26283/ mosstaining,_layouts/tssetimagePicker. aspx'-PDefau\lAssetLucahun:&DelauIlAssel\magaanatmn:&Disp\ayLuuklnSan:liud

g_é] Enter the URL of the selected image and its display properties.

General

Selected Image

Alternate Text

Layout
Alignment
Border thickness (pixels)
—
Size
7 Use default image size
) specify Size

Width (pixels)

—

[ Maintain aspect ratio {enter width or height)

Horizontal Spacing (pixels)

Vertical Spacing (pixels)

—

Height {pixels)

——
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31.6 Select the desired image and click “OK".
x

& http://10.95.3 200:26299/ mosstraining/_layoutsissetPortalBrowser aspu?APDView=T humbsbDefaultAssetl ocation=bD efaulAssetimageL ocation=sDisplayLookinSecti ~ |

Double-dlick an item to select it. Type 3 site URL or  library URL in the Location box to browse its contents.

Resource Images

Look In 4 (A Acions - | Y Upload =2 Thumbnails -

B

Current Site:
Images

-

Site Collection BBMNet bighox_hood_574057 spl... bighox_hood_S74074_spl... bighox_hood_574084_spl...
Images 4 (PG) 62K (PG) 62K (IPG) 67K (PG)

Location (URL): IlmasstrammglRaource Images/bighbox_hood_974084_splurgevick_0

==

31.7 Enter an Alternate Text and optional information on the

image to be inserted and Click “OK".
/2] Edit Image Properties -- Webpage Dialog x|
| hitpcA10.95. 3, 200: 25299 rang_log Pickor, aspu DM i ed ot Dieplard S d

Il Enter the URL of the selected image and its dsplay propertes.

General

Selected Image

|imosstraining/Resource Images/bigbox_hood_972084_splurgevick_0302_» _ BroWse... |

—
Alterriate Text
[Real Estard
Layout
oy
Abgriment Herizontal Spacing (peceis)
Border fhidness (pivek) Vertical Spacing (pixslz)

8] pti onal

Selections:
& Use default image size
nspeulyﬁ:ne
‘i (pixels) eight (pieis)
| — | I—

TOF Pt saket raba tentar vl L
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Note(s):

ALWAYS add a description to your image in the alternate text field
to comply with Section 508 of the Rehabilitation Act. This law
requires government agencies to make their electronic and
information technology accessible to people with disabilities.

If the URL does not populate in the Selected Image field, click
browse again, navigate to the selected picture, copy the Location
URL, click “OK”, and paste the Location URL into the Selected
Image field.

After clicking “OK”, the image will be inserted into the specified
place.

It is STRONGLY RECOMMENDED to crop and resize your images
before uploading them to your library. You can modify images
using photo editing software, such as PhotoShop, Microsoft Office
2003 Picture Manager or Paint.

10 loss to lows in the Uutback Bowl, Spurrier said: "Who wouldn't have?

II

Once editing has been completed, Save the page, Check into Shared
Draft, and Submit for Approval.

32.0 Add Jump/Anchor Links to a Page

32.1

32.2

32.3

32.4

Navigate to the desired Page.

Click “Edit Page” button or “Site Actions » Edit Page™.
Highlight the text you want to be an anchor link on the
page. A jump/anchor link, if clicked, sends users to
another section of the current page.

Once the desired section is highlighted, click the “Insert a

% .

Hyperlink” icon -
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32.5 Inthe ‘Edit Hyperlink Properties’ window, enter “#+Anchor
Name"” in the Selected URL field. Then, click *OK".
/3 Edit Hyperlink Properties -- Web x|
Ig, http:/#1 ddsn.sc.gov.-"testa"_layoutsmssetEditHyperLink.aspx?DefaultﬁssetLocation:&DefaultﬂssetlmageLocation:&Displaj

Enter a URL and its display properties,

Selected URL

|#sLanchor Browse... |

- Open Link In New Window

r Display link with icon [‘EJ filename. doc)

Tooltip

Bookmark

Name

ok | cancel |

|http: /M1 ddzn.sc.govdtest! |apoutestzzetE ditH yperlink. aspx?Defaulthezetlocation=tD efa |Q Internet |
Note(s):

e Do NOT enter space between the pound symbol (#) and the
Jump/Anchor Name. For example, enter #rose; not # rose.

32.6 Highlight the text that the jump/anchor link will reference
(point to) and click the “Open a new window to insert a

& .

Hyperlink” icon -
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32.7 Enter the jump/anchor tag name, in the Bookmark Name
field, and click *OK".
2] Edit Hyperlink Properties -- Webpage Dialog x|
Ié http:.-’.-"lddsn.sc.go\r.-’testa’_layoutsf.&ssetEditHyperLink.asp:-:?Default&ssetLocation:&DefaultﬁssetlmageLocation:&Displaj

% Enter a URL and its display properties.

Selected URL

| Browse... |

r Open Link In New Window

- Display link with icon (‘ﬂ_]ﬁlename.doc}

Tooltip

Bookmark

Name

|SLAr1 chor

oK | Cancel |

it /1l sc. gow/test/_layauts AssetE ditHyperLink. aspsPDefaulissetl oc ation=tDefa ) Intemet | 4

Note(s):

e The Jump/Anchor Name entered in the Bookmark Name field
should match the previously enter Jump/Anchor Name in Step
32.5, excluding the pound (#) symbol.

e Bookmark Name field should ONLY be used to create a
jump/anchor link. Never use that field for anything else.

e The ‘jump/anchor name’ should NOT contain any spaces.

e The Tooltip field is recommended to use for accessibility.

e Once jump/anchor link is created, make sure to click within the
content going forward when editing page content. Do not click ‘Edit
Content’. Most of the time, when ‘Edit Content’ is selected, the
jump links are removed.

32.8 Once editing has been completed, Save the page,
Check into Shared Draft, and Subbmit for Approval.
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33.0 Manage Subsites, Pages, and Other Site Resources
33.1 Click “Site Actions” - BEELEZEEA

33.2 Select *Manage Content and Structure”, from the drop
down menu.

Welcome testMember v W

Edit Page

Change the content and Web Parts

on this page.

AL Create Page
| |i Create a page in this site.

Hide ing Toolbar

atus and eqitng

‘ .|  View All Site Content

| Wil View all libraries and lists in this site.
View Reports
View reports on documents, pages »
and tasks.

Reorganize content and structure in

% Manage Content and Structure
* this site collection.

Note(s):
e After clicking ‘Manage Content and Structure’, the layout of the site

will display as shown below:
% Site Content and Structure

] Refresh al Training
= A, | Training New ~ Actions ~ Settings ~ Show Related Resources . View: Default View ~
§ifi search [l Type Title Modified
() Angels r i search 12/10/2009
_j S::ut:;tn:d Structure Reports O @ Anges 12/18/2009
5] Images N [ contentand Structure Reports 12/10/2009
(i3] Master Page Gallery 0 & Docments 12/10/2005
(3] Pages I &l Images 12/10/2009
[] Reusable Content [ & Pages 12/18/2009
(i3] Site Collection Documents M [ Reusable Content 12/10/2009
L] Site Collection Images T = site Collection Documents 12/10/2009
() Style Library [N [E site Collection Images 12/10/2009
[ warkfiow Tasks ‘M @ stylelibrary 12/17/2009
M E workflow Tasks 12/18/2009
7 & tegn 12/10/2003

e Although Owners, Members, and Approvers can view this page,
permissions will vary based upon your role.

e Under Manage Content and Structure, you can view all items on the
site and perform other modifications, such as create pages, delete
items, etc.

e Do NOT try to approve items from this section. It does not work.
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34.0 Modify Navigation
34.1 Click “Site Actions" - BEEEEZESN

34.2 Select “Site Settings” then “Modify Navigation” from the
drop down menu.

#=°  Modify All Site Settings
. Change all site settings in this site.

People And Groups
Manage the users and groups in this
site.

Modify Navigation
Change the navigation links in this
site.

Modify Pages Library Settings
Change settings such as versioning
and workflow for Web pages in this
site.

Note(s):

e After clicking “Modify Navigation” from the Home/Top Level Site,
you will now be on the “Site Navigation Settings” page. From here,
you can change the order of the navigation, hide or unhide
navigation, or add a link to the navigation.

e Hiding navigation is useful if you are unsure if you want to delete a
page or subsite (subsites cannot be restored).

e [If you make a modification under the ‘Global Navigation’ section,
make sure to do the exact same modification under the ‘Current
Navigation’ section.

Subsites and Pages

Specify whether this site should display
subsites and publishing pages in navigation.
If you select to show these items, newly
created subsites and pages will
automatically be added, and can be
individually hidden in the bottommast
sction of this page.

Sorting

Specify how subsites, pages, headings and
navigation links should be sorted when
displayed in navigation.

Navigation Editing and Sorting

Use this section to reorder and modify the
navigation items under this site. You can
create, delete and edit navigation links and
headings. You can also move navigation
items under headings and choose to display
or hide pages and subsites. Show me more
information.

[+ Show subsites
[V Show pages

O sort automatically
® sort manually
[ sort pages automatically

5 Move
up Down
(31 Global Navigation
/1, Search (Hidden)

o Bdd o Add
o%a Show [\ ing...  Link..

Selected Item

Title: Subsite1

URL: /SUBSITE1

Description: This is an example of a subsite
Type: /7, Sub-site

e Items in sublevels and flyouts can be modified only in the
navigation of the subsite that contains these items.
e Clicking “OK” will take you to the Site Settings page. Please

navigate away from this page by clicking the home or entering your
site URL in the browser.
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35.0 MOSS Reports

35.1 Click “Site Actions” - NEE YLt

35.2 Click “View Reports” and select the desired report.

Site Actions ~
Edit Page
| f Change the content and Web Parts
x4 on thes page,
Create Page
i Create a page in this site,
™ Create Site
d%-_lb Add a new site under this site.
Show Page Editing Toolbar

Display the page status and editing
options for this page.

= View All Site Content
View al lbranes and ksts in this site,

View Reports
View reports on documents, pages
and tasks.

Site Settings

Manage site settings on this site.

Reorganize content and structure in

ﬂa Manage Content and Structure
this site collection.

Note(s):

e MOSS offers the following reports:

o Checked Out To Me
Last Modified By Me
Pending Approval
My Tasks

All Draft Documents

O O O O O

Checked Out To Me
Al documents and pages checked out
to me in this site and subsites

Last Modified By Me
Al documents and pages last modified
by me in this site and subsites

Pending Approval
Al documents and pages submitted by
me and waiting for approval in this
site and subsites

My Tasks
Al tasks assigned to me in this site
and subsites

All Draft Documents
All documents and pages not yet
published in this site and subsites

Going Live Within Next Seven
Days
All documents and pages that will be
published and visible to readers within
the next seven days in this site and
subsites

Expiring Within Next Seven Days
Al documents and pages that wil only
be visble to authorized users within
the next seven days in this site and
subsites

Going Live Within Next Seven Days
o Expiring Within Next Seven Days
e Access to the reports listed above varies upon permissions.
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36.0 MOSS Editing Toolbar

Cut

Copy

Paste

Undo

Redo

Hyperlink

Remove (Disable) Hyperlink

Insert Image

Reusable Content

Insert Table

Edit Table

Show/Hide Gridlines (Border)

Table Cell Options (Insert, Delete, Split, etc.)

- Merge Cells
5l - Cell Height/Width
<;. HTML
,ﬁ Remove Inline Styles (override pre-defined styles)
» el Left-to-Right
M4 Right-to-Left
@ UNAVAILABLE
Select ¥ | Content Selector
Styles ™ | Style Indicator (Provides style details or Remove styles for
highlighted content)
q - Headings (Styles)
A - Fonts (Do not use)
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Al~ Font Size (Do not use)
Bold
Italic
Underline

Left-Align Justification

Center-Align Justification (Do not use for heading)

ISR

Right-Align Justification

i= Numbered List
= Bulleted List
gg Left Indent

= Right Indent
A

Text Color (Do not use)

Ié,l:.

Text Highlight Color (Do not use)

Note(s):

e MOSS Editor displays drop-down list options based on screen
height.

e The MOSS Editor Toolbar is floatable. As the length of your page
grows with content, drag it to the particular section of the page you

are working on.
e You may not be able to view full drop-down menu options of these

MOSS toolbar functions initially. If so:
o Hit ENTER multiple times in the Main Content Area
o HKeep selecting and deselecting the HTML Editor Content -
especially if initially displayed is showing HTML content.

@ TR
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37.0 Site Statistics

SC.GOV has decided to use Google Analytics, sometimes referred to as
GA, to provide detailed statistics about your site. GA will allow you to
track site visits, page views, pages per visit, average time on site as well
other data.

You must create a Gmail Account to access Google Analytics for your
site. A Gmail Accountis an email account with Google.

1. Go to hitp://www.google.com/analytics/sign_up.html and click *Sign
Up"” to create your Gmail Account.

Google —b@

Analytics

Improve your site and increase marketing ROI Signin

Goagle wants you to atfract more of the traffic you are looking for, and help you tum mare visitors into Enal

customers ‘ |

2. Complete the “Create an Account”
information.

G()ug[t‘ accounts

Create an Account

Your Google Account gives you access to Google Analytics and other Google senices. If you already have a Google
Account, you can sign in here. *

Note:
This is a brief view of the Create an
Account page. Additional questions will
appear as you scroll down the page.

L I

Required information for Google account

3. Once you have created a Google Account, provide SC.GOV the
Gmail Address, i.e. John.Doe@gmail.com or
DepartmentofSocialSecurity@gmail.com, below.

e Only one Gmail Account will receive access to Google Analytics (GA).

e If multiple persons need to access your Google Analytics information,
supply each person the login information for the Google Account.

e Send the MOSS Site Google Analytics Setup information below to the
Project Manager.
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MOSS Site Google Analytics Setup

Agency Name:

Gmail Account:

e GAis a free application offered by Google. To learn how to use GA and better suit
the needs of your organization, visit the following sections:
o “Google Features”: http://www.google.com/analytics/features/index.html

o “Analyze Your Data”: http://support.google.com/analytics/?hl=en

e After you create a Gmail Account and SC.GOV has granted your account
permissions, visit http://www.google.com/analytics/sign up.html and Sign In.

Google

Analytics

Improve your site and increase marketing ROl

Google wants you to attract more of the traffic you are looking for, and help you turn more visitors into

customers.

Sign in

Email

Use Google Analytics to learn which online marketing initiatives are cost effective and see how visitors

actually interact with your site. Make informed site design improvements, drive targeted traffic. and

increase your conversions and profits.
Sign up now, it's easy - and free!

Learn More

Password

Stay signed in

Can't access your account?

e Once you have logged into Google Analytics, click “Products” on the left panel.

Then, select “Analytics”.
Google

Accounts

1) Click "Products". 2.) Click "Analyties".

Account overview

Data liberation

Your products st

e

ﬂ Talk -" WWeb History

Other users like you also use:

M Gmai

D  ouTube

T AdSense —_— e

Maximize revenue from your
g Meximize Advertise on Google
online content
ki Dashboard iGoogle
‘our data at Google ‘our persenalized Google page

66

iness solutions

Dashboard

Use Dashboard to view and manage
the information stored in your Google
Account.

Sign in to Dashboard

Account Activity

Get interesting stats about your
Google account.

o to Account Activity

Data liberation

Google lets you save a backup of


http://www.google.com/analytics/features/index.html
http://support.google.com/analytics/?hl=en
http://www.google.com/analytics/sign_up.html

e Select your site from the listed options. (You may have to expand the expansion
symbol (+/-) to access your site link.)

Google Analytics

All Accounts -

Google Analytics
Account Home

ttp://ddsn.sc.gov

e After selecting your Site, you will see the statistical data for your site.

Google Analytics shelanda hook@gmailcom  Settings Ky Account  Sign out
T Home Standard Reporting Custom Reporting Admin Help &2
Visitors Overview Mar 24, 2012 - Apr 23, 2012 ~
‘Advanced Segments Email %™ Export v  Add to Dashboard
| i Audience
€@ 100.00% oftotal visits
Overview
Overview
» Demographics
DB Visits v vs. Select a metric Hourly | Day Week  Month
+ Technology ® Visits
800
» Social
» Motile
Visitors Flow 400
® Advertising
L Trafic Sources Mar 29 Aars B Ao 12 Ao 19
m fconteut 7,601 people visited this site
X Comersions
NNVY visits: 12,192
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